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DHMH Instructions: 
Prepare 4 Copies 
Distribution: 
1.YOUR UNIT’S FILE 
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3.STATE RECORDS CTR  
4.DHMH RECORDS OFFICER 

         (Notify  before Disposal)    
               (410) 767-5934 
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AUTHORIZATION* 

 
 NO. 

 
 DESCRIPTION OF RECORDS 
 (FROMSCHEDULE FORM) 
[FORMAT: PAPER, FILM, DISK , ETC] 
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METHOD  
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BURN, ETC) 
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*RECORDS MUST BE LISTED ON AN AUTHORIZED S CHEDULE, DGS  550-1, AND MEET RETENTION REQUIREMENTS BEFORE DISPOSAL IS ALLOWED. 
I hereby certify that the records listed above were disposed of as indicated. 
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